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My ePortfolio

My ePortfolio is an electronic (web-based), portable filing cabinet. You can store virtually any file you want
— word processing, presentations, spreadsheets, images — as long as it is already saved to your computer
or another storage device. You can also organize your ePortfolio by creating specific folders.

1. Click Teacher Tools in the upper-right hand corner of any page in SAS.
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2. Choose My ePortfolio from the Teacher Tools menu:
\
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our goal to provide you with the latest updates on the Pennsylvania Academic Standards, the best educaticonal resources for
complete set of tools to help you manage your communication with students and parents. Our site continues to grow based

on feedbadk from educators likSgou. We welcome your feedbadt.
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The first time you enter your ePortfolio, you will see one main folder, My Portfolio, as well as three
subfolders; My Bookmarks, My Files and My Classes. The subfolders are empty, and can be
renamed if desired.

You may also see items that you have saved throughout this training session listed on the right side
of the screen — as of now, all of these items are stored within the My Portfolio folder.
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You can create as many folders as you like to get yourself organized. You also have the ability to

create subfolders within a folder.

1. Click Add
Folder.

| |
—_—
Add Folder

Rename Folder

The page at http:/fwww.pdesas.org says:

0 ‘What is the name of your new folder?

_—

I Images

[ ok

| | conce

lig#

Delete Folder

Upload File Add Bookmark

2. Type a name for the New Folder, and

click OK.

3. A New Folder will be added under the My Portfolio folder.

4. Repeat Steps 1-3 to add as many folders as necessary.

Create Subfolders

Folders

[=-£= My ePortfolio

L= Images I

----- | My Bookmarks

----- - My Classes

1. Right-click your mouse on the folder you wish to add a subfolder to. Select New Folder.

| |
—
Add Folder

My Folders

=14 My ePortfolio
----- = Images
----- ~| My Bookmarks

ﬁ;? Rename

H- & 5 B pew Folder

----- }(-I x Delete

2. Type a name for the New Folder, and

click OK.

NOTE: Macintosh users, click the Folder you wish to add a
Subfolder to, and then click your mouse on the Add Folder icon
above the folder list.

The page at http://www.pdesas.org says:

9 What is the name of your new folder?

I History

/[OK

| [ cancel
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3. A Subfolder will be added to the folder. My Folders

Drag and Drop: -5 My ePartfolio

Users may also elect to use the Drag and Drop feature. . ¢ Images

Click on a Folder, and while holding your mouse button - mad

down, drag the Folder on top of the folder you wantitto | = "~N\NO o0 | My Bookmarks

become a Subfolder of. [F-45 My Classes

L * History

----- | My Files

Delete Folders

1. Right-click your mouse on the folder

[ - [ = you wish to delete and select Delete
Add Folder Rename Folder Dielete Folder OR CIiCk the Delete Folder icon
above the folder list.
My Folders I
= My ePortfolio There were no items found in this folder.
----- I Images
""" [N 2. Click OK. The folder will be
=2 My Classes deleted
= ictory]
""" I My File / Rename The page at httpi//iwww.pdesas.org says: L_J&
E-ES sAs D] g
FI [ New Folde 0 Are you sure you want to delete the folder "History” and all its contents?
----- ] x-nss1x Delet

\[ QK I | Cancel

WARNING:
Be aware that if you delete a folder, you also delete all of its contents. If there are any subfolders

attached to that folder, you will also delete them and all of their contents.

//; \
/
e

Upload Files

As long as a file is saved somewhere first, you can upload it to your ePortfolio.

1. Click \
ic | ) s U &

Upload =
File Add Folder Rename Folder Dielete Folder Upload File Add Bookmark

2. Select a Folder to save the file to. By default, the folder that is currently open will be selected.
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3. Click Browse to find the file on your
computer.

My ePortfolio Folders
5 History
#* Remove
Add File

4. Once you locate the file, highlight it and click Open (or double-click the file).

NOTE:

To ensure success when moving
files between platforms (Mac to PC),
include the proper file extension*
when you first save the file.

Word - .doc. .docx
PowerPoint — .ppt, .pptx

Excel — .xls, .xlsx

Access - .mdb, .accdb

P Inspiration - .isf, .ins, .ist
Sound files - .wav, .mp3, .wma
Videos - .mov, .wmv, .mp4
Images - .jpeg, .gif, .tif

Also, avoid special characters
suchas/ \, #2, -

WARNING:

(@) File Upload ==
Ol\_/l | . € Training Manuals » Draft Materials - | 3 | | Search o
‘ Organize ~ EEE Views ™~ ‘ New Folder
e T Name Date modified Type Size » %
it
FE= Do _]AboutUsDraf't
z iRen ? st BetaTooIsmLual draft
% Recently Change s
=i ° J 9] Civil War Webguest Instructions I
B Desktop 807 Directions for Adding an Image with M...
= Recent Places @) My Resume
1% Computer B Needs for SAS manual =
FE Pictures B NYLearns Full Training Manual 10.2009
EB' Music B NYLearns Full Training Manual with revi...
EE]’ Searches IEﬂl’\l\"Leams Public Environment 10.2009
L Diibli 9] 5AS About Us draft
| SAS About Us draft
87545 Content Submission Tool Adding a...
7 5AS Full Training Manual 10,2000
Folders A | BSAS System Requirements |
File name:  Civil War Webquest Instructions - [NI Files v]
I Open [~] [ Cancel ]

| SAS may automatically resize your picture files during upload. To ensure that the picture is not |
. distorted in any manner, it is best to adjust the image size prior to upload. The suggested width

| for picture files is 528 pixels.

My ePortfolio Folders
= History
Civil War Webquest Instrudi % Remove
Add File

CxCorce

5. To save time, users can elect to upload
multiple files to a folder at one time. Click
the Add button (optional).

To delete a file prior to upload, click
Remove.

6. Repeat steps 3-5 to add additional files to
the ePortfolio if necessary.
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7. Click the Upload button. The window will close, and the file(s) will be added to the appropriate
folder within the ePortfolio.

o e s L N
Add Folder Rename Folder Delete Folder Upload File Add Bookma
My Folders [

[=-£= My ePartfolio

----- I Images
My Bookmarks
My Classes

1 My Files

:LE Civil War Webguest Instructions.docx

NOTE: The ePortfolio is an electronic, portable filing cabinet. It is a holding area, not a workspace.
You MUST download (save to your computer) documents/files in order to open/modify/print them.

L

Add Bookmark

You can bookmark your favorite Internet websites.

1. Click Add Bookmark.

e Lo lugé X N

Add Folder Rename Folder Delete Folder Upload File Add Bookmark
My Folders 2. Select a Folder to save the file to. By default, the folder that is
currently open will be selected.
-0 My ePortfolio
= F Add Bookmark mjE
----- ! Images
----- | My Bookmarks ]
My ePortfolio Folders
= My Classes ) History
L " History
----- I My Files Title:
Selected Civil War Photographs
3. Provide a Name for the file. Description: (optional)
Cver 1,000 photos archived from the Library of
Congress.

4. Type a Description for the file.

The Description is wording
describing a file that appears UL
when the mouse is rolled over rero: . _ o
i i A nttp://memory.loc. gov/annen/cwphtml /cwphome . html
the item in the ePortfolio.

5. Type the URL (web address).

>~ (x Cancol |
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6. Click the Save button. The window will close, and the bookmark will be added to the
appropriate folder within the ePortfolio.

To Copy and Paste a URL.:

Open two windows/tabs with your web browser.
In one window/tab, login to SAS.

In the other window/tab, find the desired web site. ‘
Highlight the URL in the address/location bar, and copy it.
Return to SAS and paste the URL into the correct field. Be sure the pasted URL !
completely replaces any other text.

Organizing the ePortfolio

Once an item is uploaded to your ePortfolio, you can move it to another folder, rename it, edit the

description, or delete it. In the case of an Uploaded File, you will also be able to browse for a different
file.

Click the Pencil icon to the right of the item you wish to make changes to:

= e 5 | %
Add Folder Rename Folder Delete Folder Upload File Add Bookmark
My Folders [
-
[=]-£= My ePartfolio
----- I Images ;
jE=  Civil War Webquest Instructions.doex 421/2011
i) My Bookmarks
EI " My Classes

----- | My Files

To move an item into another folder, select it from the Folder drop-down list.

My ePortfolio Folders
e Torename an item, edit the Name.

! History

o To select a different file, click Title:
Browse and navigate to the location Civil War Webguest Instructions.docx
where the new file is saved.

Highlight the new file, and click Description: (optional)
open 2dd a descriptio:ﬂj here.

e To add a description, enter the text
in the Description field.
» To save your changes, click

Save.
» To cancel any changes, click \
Cancel. -
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If you moved the item to a new folder, click the folder icon to open the folder and see the item:

My Folders =

- My ePortfolio

[ Selected Civil War Photoaraphs

E]C My Classes

My Website

4i21/2011 &

All registered users of SAS can create a Website to use as a communication tool. The Pages are

formatted; you just need to supply the content.

You can modify your Website to reflect:

= the specific
classes you teach

= the events
relevant to your
class or school

» the resources you
want available for
yourself,
colleagues,
students, and/or
parents

Seth C Triggs, PhD
My teaching site for SAS

Home Page

Home Page
My Blog
News & Announcements

Contact Me

Your website address is: http://websites.pdesas.orqg/your SAS username

1 make sure things are working so everyone can have 3 successful educational experience while using SAS.

To open the Website Builder:

e Click Teacher Tools in the upper-right hand corner of any page in SAS.
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